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POLI CY:

In order to mnimze the problens associated with the
enpl oynent of relatives, it is the policy of the Division
of Adm nistration to limt the enploynment of relatives
within the Division of Adm nistration as defined herein.

No i ndividual may be hired within a Division of

Adm ni stration section if that individual is related in
the follow ng fashion to another enployee who is within
hi s/ her |ine of supervision:

Son Aunt Gr andnot her
Daught er Uncl e Gr andf at her
Br ot her Ni ece Grandchi | dren
Si ster Nephew St ep- not her
Husband Mot her St ep-f at her
W fe Fat her Step-child

For the purpose of this policy, the term"relative" shal
apply to those established by blood, marriage ("in-Iaw'
rel ati onshi ps), adoptions, or other |egal relationships.

PURPGOSE

This policy is intended to prevent situations which
create an ineffective and non-productive work



envi ronnent .

To assign responsibility for aspects of the policy and to
expl ain the process for adhering to the policy.
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APPLI CABI LI TY:

This policy shall apply to all enployees of the Division
of Adm ni stration.

This policy shall apply to all sections of the Division
of Adm nistration, both ancillary and appropri at ed.

This policy shall apply to all types of appointnents,
per manent and tenporary.

This policy shall apply to all types of enploynent to
i ncl ude pronotions, denotions, transfers, and all other
met hods of filling positions.

RESPONSI BI LI TY:
Deput y/ Assi stant Comm ssioners Are Responsi ble For:

Hol di ng account abl e the section heads under their
supervision for adhering to all aspects of this

policy.

Section Heads Are Responsible For:

Assuring that each enployee under hi s/ her
supervi sion, current and new

! s made aware of this policy and its contents as
wel |l as any forthcom ng revisions, and

s informed that he/she nust abide by the terns
of the policy, and

Is informed of the consequences of violation of



this policy.

Bringing violations to the attention of the
deput y/ assi stant conm ssi oner and dealing with the
violation in a fair and consi stent manner.

Providing for formal review of this policy with al
supervisors on a cyclical basis.

Assuring that applicants are not related in a

prohi bitive fashion to current enployees in the
section, prior to requesting the appointnent of the
applicant.
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Manager s/ Supervi sor Are Responsi bl e For:

Conpliance with this policy in any fashion
instructed by the section head.

Enpl oyees Are Responsi bl e For:

Adhering to the stipulations as outlined in this
policy.

Conmplying with all aspects of this policy and
i mredi ately bringing violations to the attention of
a supervisor.

Alerting the section head of their relationship to
applicants for positions within the section.

V. EXCLUSI ONS:

The current enpl oynment status of individuals enployed
upon the original effective date of this policy shall not
be affected.

Future novenent between sections and units of the

Di vi si on of Adm nistration could, however, be affected.
For exanpl e, novenent to a position within a section as

t he supervisor or subordinate of a relative of the above
listed degree will be prohibited.

Requests for exceptions to this policy should be



VI .

submtted to the Appointing Authority, through the
appropriate deputy/assistant, along with specific and
conpelling justification.

Nothing in this policy shall interfere with the rights of
enpl oyees to di splace other enployees as a result of
| ayof f regardl ess of the position to be affected.

QUESTI ONS:

Questions regarding this policy should be directed to the
Office of Personnel Services.

WK, JR: AG



